
Leave/Overtime Request  

E-mail Notifications 
This presentation covers the following: 

 

• Explanation of generated e-mail notifications 

• Examples of e-mail notifications sent to approvers 

• Examples of e-mail notifications sent to CPOs 

• Examples of e-mail notifications sent to employees 

• Examples of e-mail notifications sent when a request is created on 
behalf of the employee (special situations) 

 

 

 

Note: each agenda item is linked to its position within the presentation. If 
you would like to skip ahead or review a specific action, click on the links 
above.  
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Leave/Overtime Request  

E-mail Notifications 
• For agencies using the online Leave/Overtime Request in I-Time, 

employees may create, save or submit leave and/or overtime requests 

for the current pay period and 25 future pay periods. When employees 

submit their requests, e-mails are generated and sent to the approver of 

their Time Entry Location (TEL) instructing them to take action. If a TEL 

has more than one approver, an e-mail will be sent to all of the 

approvers. Another e-mail is generated and sent to the employee once 

an approver has taken any kind of action on the leave/overtime request.  

• If a TEL does not have at least one approver, all Central Payroll Officers 

(CPOs) for the agency will be sent the generated e-mail messages for 

employees in that TEL.  

• TEL Reviewers and Time Entry Assistants (TEAs) can also take action 

on a leave/overtime request.  However, they do not get the generated 

e-mail notifications.  
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E-mail Notifications: 

Approver E-mails 

Example of a generated e-mail sent to the 

approver when the employee submits a 

leave request. 

Example of a generated e-mail sent to the 

approver when the employee submits an 

overtime request. 
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E-mail Notifications: 

Approver E-mails 

Example of a generated e-mail sent to the 

approver when the employee deletes their 

leave/overtime request. 

Example of a generated e-mail sent to the 

approver when the employee edits their 

leave/overtime request. 
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E-mail Notifications: 

Approver E-mails 

Example of a generated e-mail sent to the 

approver when the approver has edited a 

leave/overtime request. 

Example of a generated e-mail sent to the 

approver when the employee tries to submit 

their time sheet and the leave/overtime 

request has not been approved.  
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E-mail Notifications: 

CPO E-mails 

Example of a generated e-mail sent to the agency CPOs 

(there are no approvers in the TEL) when an employee 

has submitted the leave/overtime request. 
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Example of a generated e-mail sent to the agency CPOs 

(there are no approvers in the TEL) when the employee 

tries to submit their time sheet and the leave/overtime 

request has not been approved.  



E-mail Notifications: 

Employee E-mails 

Example of a generated e-mail sent to the 

employee when the leave/overtime request is 

approved. 
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Example of a generated e-mail sent to the 

employee when the leave/overtime request is 

denied. 



E-mail Notifications: 

Employee E-mails 

Example of a generated e-mail sent to the 

employee when the leave/overtime request is 

deleted. 
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E-mail Notifications: 

Special Situations 

If a leave/overtime request is created on behalf of an employee, 

an e-mail message will be sent to the approver.  However, in this 

case, the e-mail message will come from the originator of the 

request instead of the employee.  
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If a leave/overtime request is created on behalf of an employee 

and then approved/disapproved/deleted, an e-mail message is 

sent to the originator of the request instead of the employee.  



Thank You for Participating! 

 
If you have additional questions that were not included in this online 

session, please utilize the following options: 

 

• Access the help button in I-Time 

• Contact your local payroll office or 

• E-mail the DSP Help Desk at dsphelp@sco.idaho.gov 

• For questions regarding this PowerPoint or for training needs, 

please contact dsptrainer@sco.idaho.gov 
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